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RECREATION SUPERVISOR  

REPORTS TO: EMPLOYMENT CATEGORY: 

Parks, Recreation, and 

Forestry Director 

Full Time 

 

GENERAL DESCRIPTION:  

The Recreation Supervisor position will assist the Parks, Recreation & Forestry Director with 

planning, implementing, supervising and evaluating various youth, teen, and adult recreation 

programs which may include sports, activities, trips and special events.  This position will also 

assist with program logistics to include facility availability, preparations, supplies and instructor 

orientation.  

ESSENTIAL JOB FUNCTIONS: 

• Assists with recruiting, reviewing applications and selecting staff.  Assists with        

scheduling, supervising and evaluating the work of the full time Recreation Coordinator, 

seasonal employees and volunteers for recreation programs. 

• Serve as public contact person for the department. 

• Assists with evaluating programs through regular personal observation, employee and 

participant comments, and by conducting e-surveys. 

• Maintains systematic, complete and accurate records of recreational activities, services, 

participation and personnel in accordance with established department needs and 

procedures. 

• Assists the Recreation Coordinator with the preparation of department program 

brochures, not limited to but including quarterly program announcements, individual 

program fliers, weekly newspaper announcements, Facebook, Twitter, Instagram and the 

village website. 

• Maintains friendly and cooperative relationship with all Village and School District 

departments and employees, Village officials, civic groups, other related recreational 

organizations, the general public and news media. 

• Assists with enrichment programs, special events and trips. 

• Identify and execute logistical functions for recreation programs including monitoring 

and reporting participation levels, identify and obtain supplies, performing necessary 

communications between instructors, participants, and greater community, onsite 

evaluation of instructors, program wrap up and participant evaluation. 

• Work with the Director and Recreation Coordinator to strengthen teen programming 

opportunities.  Under the direction of the Director, work with Recreation Coordinator as 

primary staff persons to organize and promote teen programs. 

• Work with Recreation Coordinator as primary staff persons to organize sports leagues, 

coaches, teams, coaches’ meetings, and player clinics. 

• Identify and schedule various facilities for programming needs. 

• Assist in continually trying new, creative forms of program advertising to help programs 

reach maximum participation levels. 
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• Coordinate and be the primary staff contact for assigned special projects. 

 

OTHER JOB FUNCTIONS: 

• Works varying hours to meet the needs of the programs and Department due to programs 

and special events being conducted outside of normal office hours. 

• Direct Supervision of Recreation Coordinator Position.  

 

REQUIREMENTS OF THE POSITION: 

 

• Bachelor’s Degree in recreation management, leisure services and/or public 

administration or related field, or 2-4 years of equivalent experience and additional 

training which may include the combination of the following knowledge, experience and 

skills: 

 

- Skills and ability to promote, implement and supervise recreation programs such 

as sports leagues, enrichment programs, field trips, and special events. 

- Considerable knowledge of computer applications, including but not limited to 

Windows, MS Word, MS Excel, Publisher, and ActiveNet Rec Software. 

- Experience in establishing and maintaining cooperative relationships with 

associates, subordinates, program participants, and the public. 

- Experience in supervising seasonal and part-time employees, including 

monitoring work activities, providing training, and evaluating performance. 

- Experience in being creative, work independently and within a team atmosphere. 

- Experience in communicating both verbally and in writing to promote recreation 

programs to the community and assist in preparing department brochures. 

 

• Ability to obtain a valid driver’s license from the State of Wisconsin within 90 days. 

 

WORK CONDITIONS & PHYSICAL REQUIREMENTS: 

 

• Must be able to travel throughout the community to check the status of recreation 

programs and inspect work and facilities. 

• Employee is regularly exposed to outside weather conditions during all seasons of the 

year. 

 

 
Recreation Supervisor  Date       Director   Date 

 

The above is intended to describe the general content of the requirements for the performance of this job.  

It is not to be construed as an exhaustive statement of duties, responsibilities or requirements 

 

 

FLSA: Exempt 
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This position description has been prepared to assist in defining job responsibilities, physical 

demands, working conditions, and skills needed. It is not intended as a complete list of job 

duties, responsibilities, and/or essential functions. This description is not intended to limit or 

modify the right of any supervisor to assign, direct, and control the work of employees under 

supervision. The Village retains and reserves all rights to change, modify, amend, add or delete, 

from any section of this document as it deems, in its judgment, to be proper. 

Formal application, rating of education and experience; oral interview and reference check, job 

related tests may be required. 

The Village of Cottage Grove is an Equal Opportunity Employer.  In compliance with the 

American Disabilities Act, the Village will provide reasonable accommodations to qualified 

individuals with disabilities and encourages both prospective employees and incumbents to 

discuss potential accommodations with the employer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


